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Security Clearance 
 
The first important step to use the DD Consumer Referral system is to obtain a User ID and password with the 
Department of Mental Health. You will sign on with this User ID and password any time you wish to view a referral. Here 
are the instructions to obtain security clearance: 
 

1. Go to the DMH portal: https://portal.dmh.missouri.gov. 

 
2. When you scroll to the middle of the screen, find the link ‘Contract Provider Access Request Form’: 

 

 
 

3. Print the document: ‘Contract Provider Access Request Form’.  
 

4. Fill out page 1. 
  

https://portal.dmh.missouri.gov/


5. On page 2, write your name at the top and check the ‘Add’ box under Part 5, Consumer Referrals. Page 2 will 
look like this: 
 

 
 

6. Obtain your supervisor’s signature on page 1. 
 

7. Be sure that the Local HIPAA Security Officer for your organization signs Page 1. 
 

8. Please retain a copy of this form for your records.  
 

9. You may scan, fax, or mail these documents.  The security form will instruct you on where to send your 
document. 
 

 

 
  



DD Consumer Referral Getting Started 
 

Once you have obtained a User ID and password, you may then enter the system. The Consumer Referral system may be 

found on the portal page: https://portal.dmh.missouri.gov. From there, navigate to:  ‘DD Consumer Referrals’. 

Provider Manual:  You are already viewing the provider manual. It is located in two places: Look for ‘DD Consumer 

Referrals Documents’ and then find the ‘DD Consumer Referral Provider Manual.pdf’. It is also located as a ‘Help’ link in 

the system itself.  

Provider Profile 
 

In order to receive referrals from the system, DMH must have a valid e-mail address for you on file. Verifying your 

Provider Profile is the first step after you have received your user ID and password. 

From the home page of DD Consumer Referrals, press the Provider Profile hyperlink: 

 

  

https://portal.dmh.missouri.gov/


This screen will appear.  

 

If you are not in the list, you may add yourself as a new contact by pressing Add New Contact. If you are already in the 

list, then it is important for you to press the Edit hyperlink to verify your information. 

In ‘Edit’ mode, the screen looks like this: 

 

Simply type in the Contact information. Be sure your e-mail address is typed accurately. And, please add your User ID 

that you were granted from DMH (although not required, we appreciate it).  When done, press Save.  

You must also Add/Remove Counties associated with this contact. Please do not select ALL counties. Instead, select the 

counties where you have an ISL or Group Home located. Please keep in mind that there are two types of referrals:  a) 

Statewide – if a family has no county preference and is willing to move anywhere, you will receive the referral regardless 

of the counties you have selected.  b)  County – if the family has a preference of one or more counties, then the system 

will only send the referral to providers who serve that county. 



If a contracted provider has 3 employees, let’s say, and each one covers 2 counties (6 unique counties for that provider), 
the Provider Profiles may be setup in one of two ways: 

1. Each employee can cover all 6 counties. Each employee will then receive notifications for all 6 counties PLUS all 
statewide type referrals. 

2. Each employee can cover only their 2 counties, limiting their notifications to their 2 associated counties PLUS all 
statewide type referrals.  

 
So, it is an urgent matter that you select the counties in which you have an ISL or Group Home; but remember, do NOT 

select ALL counties in this list. 

When you press Add/Remove Counties , this screen will appear:  

 

Simply check or uncheck the counties. Press the Save hyperlink when done. 

 

  



Notifications 
 
Residential Providers receive notifications when a referral is published, re-published, deleted, or closed.  
 
Please keep in mind that there are two types of referrals:   

a) Statewide – if a family has no county preference and is willing to move anywhere, you will receive the 
referral regardless of the counties selected in the Provider Profile.  

b) County – if the family has a preference of one or more counties, then the system will only send the referral 
to providers who serve that county based on the counties selected in the Provider Profile. 

 
There are 3 exceptions to these statements. 

1. When a provider is placed in ‘No Referral Status’, referrals are suspended until the status is lifted. 
2. The provider must not have been excluded due to family preference. 
3. If the provider has no active contacts, notifications are not possible. 

 
Reminders are sent out every 30 days to providers until the referral is closed or deleted. There is one reminder e-mail 
sent with a listing of the referrals rather than one e-mail per referral. This saves us from bombarding providers with 
reminders.  
 
When the provider comes off of ‘No Referral Status’, eligible referrals are displayed on their screen immediately and 
they receive an immediate e-mail notifications for all referrals to which they were suspended. 
 
If a provider is included on a referral after having previously been excluded, they will receive a notification at the point 
the referral is published again after this change is made. 
 
New providers are automatically added to the appropriate county and statewide referrals. They are also notified of the 
referrals at that point. 
 
Coordinators receive notifications when a referral is published, re-published, deleted, or closed. County-Based Referrals 
generate notifications to both Placement and Transition Coordinators of the counties selected in the referral. Statewide 
Referrals generate notifications to all coordinators. 
 
When a provider responds, the primary coordinator receives notification of the response.  

  



Search for a Referral 
 

There are several ways to search for a referral. The default view is all open referrals for your organization. Searching by 

any combination of Last Name, First Name, DMH ID, Referral Number, and the status (open and/or closed) is possible. 

Simply fill in the filters on the screen and press ‘Search’. 

 

A grid with the referrals will appear:  

 

Basic information about the referral is displayed: 

 Referral Number: A unique identifier for the referral. 

 Status:  The referral may be ‘Open’, meaning that DMH is still trying to place the consumer. The referral may be 

‘Closed’, meaning placement is finished. 

 Facility Code: 3-digit code representing the facility that originated the referral. 

 Consumer Full Name 

 DMH ID 

 Birth Date 

 Gender 

 Pending Placement:  A provider has been chosen in the process but the referral is not yet closed in case 

something does not work out. This serves as a notification to the providers who were interested that placement 

is pending but not yet completely finalized.  

 Referral Age: Calculation of how many days the referral has been active.  

 Response:  Allows the provider to see their own response to the referral at a glance. This is useful so that 

providers do not view the same referrals over and over.  

Notice that the default sort order on the page is the oldest referral to the youngest. Any referral older than 60 days will 

be red. The user may sort by any column by pressing on that column heading. 

  



View a Referral 
 

To view a referral, simply click ‘View’ on the home page next to the referral you wish to see:  

 

This screen will appear displaying: 

 the State Facility from which the referral is originating; 

 the primary Coordinator in DMH with e-mail and phone; 

 the consumer’s basic demographic information including address, age, gender, guardian(s); 

 the counties preferred by the consumer; and 

 attachments (Consumer Profile, Person Centered Plan (PCP), Behavior Support Plan (BSP), Last Nursing 

Review/HIPS).  

Press the ‘Open’ hyperlink to view the attachments.

 



Responding to a Referral 
 

Responding to a referral is important for 3 reasons: 

1. The division wants to understand why providers may not want to consider a referral to help track and respond 

to trends.   

2. It will help the Division to identify areas of the state for provider development. 

3. It is also important to make sure providers are receiving the referrals and using the system.  

A provider may accept or decline placement. The provider may tentatively accept by putting a ‘provision’ in the 

provision drop down. To further clarify any response, comments may be added. Simply fill in the response portion of the 

screen and press save. At any point, a provider may edit their response. The Primary Coordinator will receive notification 

of the response. 

 

Obtaining Help 
 

The Provider Relations contact at the nearest Regional Office is the primary contact for any help related with this 

system. 

The Primary Coordinator displayed in the referral is the primary contact for working out placement issues. 

The ITSD help desk at the nearest Regional Office is the primary contact for technical difficulties, such as security 

clearance or system downtime.  


